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1. Appytlcm IYate INSTRUCTIONS: See separate inatructions Jor completion of JFOR RECORDS MANAGEMENT l)l%__‘ISION‘ USE

’J 75 front and reverse of this form. Sign original and two coples Date Recelved — Applicalion Ne. Date Completed
2. Agency Application Ne. and forward to Department of Archives and History, Attention: MAR 22 1973 7 Z"’
_Recon!s Management Officer. ! . - HAR 2
3De GENCY, Diyision, Subdivision & Administering Office Address 4, Person to Comtact
partment of Transportation
Division of Highways - Federal Liaison Sectlon :
No. 2 Capitol Square - Room 279 Doris M. Elrod —
Working Title : -Tel. No.,
- | Atlanta, Georgia Rcccgﬁnulng Assistant | 656-5250
P »
7. ACTION REQUESTED
ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
8 Earliest & Latest Dates of Series 9. Exact Senes Title
196k - To Date Prequalification of Contractors File

10, What is the function of the office in which this record serles is Created

- The Division of Highways is responsible for the planning, loeation, design, construction and -
maintenance o all roads and bridges on the State Highway System. This includes: Highways
and bridge construction, the inspection and testing of materials used in building and mein-
taining highways, issuing permits and enlorcing compliance of overweight and overdimensional -
‘rules and regulations for the movement of vehicles on the State Highway System, acquisition
of all rights~of-way, vehicular and pedestrian traffic control, location and aerial surveys
prevaration of construction plans and specifications, and the locata.on of public utilities é.s
related to the State Highway System. :

11. This file contains the following documents {include form numbers and titles, if any, and file arrangetent):

See Atﬁéched Page.

ATTACH SAMPLES OF THE FILE

12. EQUIPMENT OCCUPIED . No. of Drawers | Cu. Ft. of Records No. of Drawers Cu. Ft of Records
ANNUAL RATE OF ACCUMULATION
Lafter-size Fle Drawers ]42 63 _ . 1 1.5
7 - ) j In Office(s) In Storage Area(s)
- Legalsize File Drawers ) Floor Space Occupled (Square Feet) —56 ——

This Last Precedingl All Prior
L_Y&l-l’l Year's Year's | Yesrs

AVERAGE DAILY mznmi‘czs 30 30 30




QUE5T|ONNA|RE Place an “'x™ in the proper volumn. If answer is “YES." please explain YES II;IO

13. Is this the Record Copy of the series?

14. Is there a duplication of this series in another office or agency? - : - [1 X

15. Is the information contained in this series ever summarized or published? Attach copy of summary or publication. [X} I 1

16. Does the series coﬁtain classified information req-uiring:‘security ha;'ndling? . o ._[X] 1
17. Does the series initiate, amend or terminate agency policies and procedures? - T I ] ' X1
18. Could the functlon be performed if the files were lost or destroyed? 7 s - {] — X1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? . [ 1 X}
20. Does the record series provide data as input to an EDP file? [X] 1]
21. Does the recort_fl__ser?es‘ gontai_n_.quqrpentation plfqd_ti(;ed as EDIs printout? ’ : [ ' ]_ 1
22. Has the Feder;':ll -Gogérn;neﬁf tssued 'inst-;ucfi;;ls- g.ov-e-a-';'liné }etEntionIdisposition of these files? Ex] - [ ]
Z3. Wil there be & need for thess records 10, 15 years from fiow? If yes, what? R D A &
24, REdUiREMENTS fhé’:'foiilro-wi'h.g ;Feqh'i"reg fhe %i‘lés to be 'i(-ep't lO _ yéc;ar's':

7 a. [ ]STATE b. [ ]STATUTE OF c T ]AUDIT d [ ]FEDERAL e. [}_{] ADM!NISTRATIVE f [ ]H{STORICAL
LAW "~ LIMITATION " PERIOD - - LAW - DECISION : VALUE ’
{Cite Law Statute, or other reason for the retention reguirement) —~ - =~ -

1
1
3

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each
-[ ] CALENDAR YEAR  -[ ] FISCAL YEAR . _ -[x 1 Other contractor's Prequalification - them
e R o . Renewal Date
l Ctrar: '
! Amﬂ ications for Pre"*'"'l-iflcation- hold in current Piles area 3 years; then destroy.

Coriractor's Past Performance Report: hold in current files area 3 years; then destroy.

r

Coztractor's Rating Sheet: hold in current files area 10 years; then destroy.

Certification of Contractor's Current Capacity: maintained for firms submitting low bid only.

Hold in current files area until project finalized; then destroy.

Certification of Subcontractor's Current Capacity: hold in current files area until project '
fi.&a.hzed then destroy.

_Status of Contracts on Hand: hold in current files area until construction of project completed;

then destroy.

' | T_ Attach Samples of the S:;;:T | — \ - Racords Management Officgin | njy’ /7 N
26. Recommendations [v] Approved [ ] Disapproved \ A of Agency/Designee _ . 374? /},3
) | in_Pa:}ggraph state | [ “/Af;lr?\vfd [ 1 Disapproved D{“:j{'{ :! r::dl:.{\besi " {) \.;b_;__s;z;
25 i.‘:Ire: o Records [Vj ASDT}; [ ] Disapproved | % zaz of suwmmm; _ V Date 23
Committec | [ r]’f\pproved [ 1 Disapbroved Wm ?‘:2(_ j

e e — p— .




11. This file contains the following documents :
Documents relating to the prequalification of contractors for biding on and sub-
contracting work performed on state highway construction projects.

Included are:
Applications for Prequalification - Contractor's Financial Statement (¥orm DOT 477)
Application and Questionnaire (Form DOT 478)

Contractor's Past Performance Report - Contractor's Past Performance Report
(Form DOT 4#79)
Correspondence relating to contractor's
performance

Contractor's Rating Sheets - Summary of Financial Data (Form DOT 476)
Recommended Contractor's Ability Factor and Work
Classification (Form DOT 480)
Contractor's Rating and Classification (Fom DOT L481)
Certificate of Qualification (Form DOT 482)

Certification of Contractor and Subecontractor's Current Capacity -
Certification of Contractor's Current Capacity
{Form DOT L483)
Certification of Subcountractor's Current Capacity
- (Form DOT 483s)

Status of Contracts on Hand - Status of Contracts on Hand (Form DOT L8h)
(Form DOT 484 is completed by both the contractors and
subcontractors)

The file is arranged alphabetically by name of contractor.
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Prequalification of Contractors File

Explanation of Yes Answers to Questions 14-23
15. A list of prequalified contractors is published semi-annually.
16. The financial information obtained from contractors is canfidential.

20. The Office of Contracts Administration prepares an EDP file that lists pre-
qualified contractors. The data for this file is obtained in part from the
Prequalification of Contractors File.

22. Federal Highway Administration Policy & Procedure Memorandum 30-9 states that
contract records, including prequalification of prospective bidders and
qualification of low bidders, must be retained 3 years after FHWA final pasyment
of the project.

Note: If a company goes out of business or sells and is operating under entirely new
management, all records, except the Rating Sheets, are destroyed. The Rating
Sheets are maintained until all work the firm had under contract has been
finished. ~

Bationale: The retention requirements for this series were est2blished by the
Department of Transportation Prequalification Comuittee March 17, 1971 and approved
by the Federal Highway Administration April 1, 1971. Since Federal retention
requirements for these records are specified in FHWA PPM 30-9, it was necessary

to obtain the Pederal Highway Administraticon's approval. The retention requirements
satisfy Pederal & Administrative requirements.




